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Note for Mac users

Some keystrokes and menu items are different on a Mac from those used in Windows and Linux.
The table below gives some common substitutions for the instructions in this chapter. For a more
detailed list, see the application Help.

Windows or Linux Mac equivalent Effect

Tools > Options menu  LibreOffice > Preferences Access setup options
selection

Right-click Control+click Open a context menu

Ctrl (Control) 3 (Command) Used with other keys

F5 Shift+3#+F5 Open the Navigator

F11 F}+T Open the Styles and Formatting window

Documentation for LibreOffice is available at http://www.libreoffice.org/get-help/documentation


http://www.libreoffice.org/get-help/documentation
mailto:documentation@global.libreoffice.org
http://creativecommons.org/licenses/by/3.0/
http://www.gnu.org/licenses/gpl.html

Contents

O 0T 0 3V 5 1o | 4L 2
(0] 11 ] 01U 1 (0] £ SP 2
[ =T=T0 | o T 1ol TSRO PPPPORUPPPRPR 2
F ol [0 1] [=Te o T 1= o | 2
Publication date and SOftWare VEISION............ccoiiiiiiiie e e e e 2
NOtE FOr MAC USEIS... i 2
General notes on database linkage............ccoimmmmmni s ———————— 4
Registration of databases...........ccciiiiiininn s ————————————— 4
Data SOUICE DIrOWSEN ......cciiiiiiiieieesiiir s s r s s s s s s s s s s s nm s s s asss s e e s s nnmnssssssssssnnnnnnnn 4
D F= = T (0 T 1> O PP 6
D= 1= N0 (0 =] [0 RSP 9
MaAUI MEIJE.....eeee s s nnnnnnnnn 10
Data source of CUMTENt AOCUMIEBNT.........iiiii i a e e e aaeeaaes 10
=y o] (o] =T g e] oo ] | PO TP PP PO PPPPPPPPPPPRPPPTPP 10
Creating mail merge doOCUMENTS........ccuiiiiiiiiiiinsemrrr s ansnes 10
Label Printing.....ccuueesnrrriinsssss s annnn 17
Direct creation of mail merge and label documents........c.cccccviiiiiimmmnn— s 20
Mail Merge USING the MOUSE.........uuiii e e e e e e e et e e e e e s et s e e e e eeaan e e eeeeanenns 20
Creating form letters by selecting fields...........c..uuuiiiiiiii e 21
[ (=T = LI 0T g = 22
Database USEe iN CalC.......cccciiiriinniinnnin s sssssssssssssssssssssssssssssssssssssnns 23
ENtering data INTO CalC.........oooiiiiiiiiiiii et e e e e e 23
Exporting data from Calc into @ database...........cooiviiiiiiiiiiice e 25
Converting data from one database to another..........ccccvviiiiiiiiiesisesss s —— 28

Linking to Databases 3



General notes on database linkage

Base allows you to use documents in LibreOffice Writer and Calc in various ways as data sources.
This means that the use of Base is not necessarily tied to the registration of databases in the
configuration of LibreOffice. External forms can also interact directly with Base, provided that the
path to the data sources is supplied.

Registration of databases

Many functions, such as printing labels or using data for form letters, require the registration of a
database in the configuration of LibreOffice.

Using Tools > Options > LibreOffice Base > Databases > New, a database can be registered for
subsequent use by other LibreOffice components.

'B i Options - LibreOffice Base - Databases

L
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Print .
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Appearance

?EEEESSIbIlItY Registered name

online Update (Wedia |
LoadiSave
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The database is found using the file browser and connected to LibreOffice in a similar way as for a
simple form. The database itself must be given a suitably informative name, for which you can
simply use the name of the database file. The name serves as an alias, which can also be used in
queries to the database.

Data source browser

The data source browser allows you access to tables and queries of all registered databases under
their registered names. The browser can be opened using View > Data sources, or by pressing
the F4 key, or by using the corresponding symbol in the standard toolbar.
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Registered data sources are shown on the left side of the data source browser. The Bibliography
data source is included in LibreOffice by default. The other data sources are listed by their
registered names.

BT

P & Bibliography
P

A click on the expansion sign in front of the database name opens the database and shows a sub-
folder for queries and another for tables. Other sub-folders of the database are not made available
here. Internal forms and reports can only be accessed by opening the database itself.

Only when you click on the Tables folder is the database actually accessed. For databases
protected by a password, the password must be entered at this point.

To the right of the name tree, you can see the table you have selected. It can be edited just as in
Base. However direct entry into tables should be carried out with caution in very complex relational
databases, as the tables are linked together with foreign keys. For example, the database shown
below has separate tables for street names, postcodes and towns.

For a proper view of the data (but without the ability to edit), queries or views are more suitable.

E]FR=N- @ *i.i. Vv =)
<~ 3 Adressen ID[Vorname | Nachname [ GebDat [Hausnummer| strD | plziD [ Telefon] Geschiecht |
b+ Abfragen (M Rob van Delft 27.07.77 |137 2 4 0987 1/1'm
< B Tabellen L Mirina  Milinda 08.07.09 |27 b 1 5 457531 \w
2 Heinz Tunichtgut | 24.12.95 153 b 0 2 037512 m
E Anrede T3 Moni  Hastnicht 03.07.91 37 3 4 w
& Filter 4 Kerstin  Springinsfeld 27.02.68 |45 5 5 0587647 w
E Filter_aus | |5 Tunicht Gut 31.12.04 71 0 5 m
E Hausnummer I Karl Springinsfeld 05.01.76 12 0 5 m
B Mame_Filter_Ansicht HE Anna Ahaus 17.08.61 |1 1 2 W
B On et Berta Blocker 09.10.02 |2 2 3 ]
10 Cecilia | Cologne 03.09.94 |3 3 4 W
EF | [11 Dorothea Dise 231157 4 15 w
- 12 Elfriede  Erkelenz 15.07.46 |5 2 4 W
E Strasse —T<Auto
b 3 Bibliography —
b @3 dBase
Datensatz [i [van 12 » M

Of the icons in the toolbar, many will be familiar from data entry into tables. The main new ones are
those in the last section: Data to Text, Data to Fields, Mail Merge, Data Source of Current
Document, Explorer on/off.
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|I§| Save current record
|=4| EditData
lse cut

55| Copy
B Paste

|E}| Undo: Data Input

\§8 Find Record

||,%:ﬂ| Refresh

(4] sort

|AL| SortAscending
\£4] SortDescending

AutoFilter

5| Apply Filter
Standard Filter

7

Remoye Filter/Sort

Datato Text
Datato Fields

Mail Merge
Data Source of Current Document

Explarer On/Off

€1 &0 0 [EF) o) | (e

Figure 1: Data source browser toolbar

Data to Text

The Data to Text function is available as soon as a record is selected.

HZ- taRT Y FEERER
Il ID | FirstName | LastName | Lock | Gender_ID |
I :
1 Heinrich Miller ] 1
2 Lisa Gerd o |2

Figure 2: Selecting a data record

If you now choose Data to Text, a Wizard appears to carry out the necessary formatting.
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'D » Insert Database Columns & ’F.‘

Insert data as: @ Tahle ) Fields () Text
Table
Database columns Table column(s)
Gender_ID 3y | ID
R _ Firsthame
B
L€
| &
Format (Lock)
@ From database Insert table heading F'|:gpeni'es...
Standard @ Apply column name AutoFarmat...

() Create row only
| oK | Cancel Help

Figure 3: Data entry as table

There are several possibilities for entering data as text: as a table, as single fields, or as ordinary
text.

The figure above shows the option Insert Data as Table. In the case of numeric and date fields,
the database format can be changed to a chosen format. Otherwise, formatting is carried out
automatically when the table fields are selected. The sequence of fields is adjusted by using the
arrow keys.

As soon as table columns have been selected, the Properties button for the table is activated. This
allows you to set the usual table properties for Writer (table width, column width, and so on).

The checkbox determines if a table header is required. If it is not checked, no separate row will be
reserved for headings.

The row chosen for the table headings can be taken from the column names, or the record may be
written out with space left for the headings to be edited in later.

The AutoFormat button provides several pre-formatted table views. Apart from the suggested
Default format, all the formats can be renamed.

To add an autoformat, a table in this format must first be created. This is then selected and can be
added to the list by using the Add button.

The table is finally created with the selected columns.
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Farmat

Mone -
Default
3D

Brown
Lavender
Yellow
Gray
Green
Fed
Black 1

Farmatting
Mumber format

Borders

[S

AutoFormat
Jan Feb Mar Sum

Harth ] 7 -] 21

Mid 11 12 11 34

Senath 14 17 1z 51

Sum i3 34 30 108
Font Alignment
Pattern

Figure 4: AutoFormat provides a choice of table formats

| oK |
| Cancel |

| Hep |

| Delete |

| Rename |

Insert data as Fields provides the possibility of using a mini-editor to position the various table

fields successively in the text. The text created in this way can also be provided with a paragraph
style. In this case too, the formatting of dates and numbers can be specified separately, or can be
read directly from the table settings in the database.

Insert data as:
Fields

Database columns

Firsttlame
Gender_ID

LastMame
Lock

Farmat (10
(@ From database

(O |standard

[

Insert Database Columns

() Tahle

@ Fields

ix

Paragraph Style:

=Firsthlame= =Lasthame=

has Reader-100 <D=

=none=

oK | | Cancel

Help |

Figure 5: Insert data as Fields — corresponds also to the dialog for Insert data as Text

The fields inserted into the text in this way can subsequently be deleted singly or used for a mail

merge.

If you choose Insert data as Text, the only difference from using fields is that fields remain linked
to the database. When you insert as text, only the content of the specified fields is transferred and
not the link to the actual database. That explains why the dialog for this option is the same as for

the previous one.
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The results of the two procedures are compared below.

Input data as fields Input data as text
Eert Lederstrumpf Eert Lederstrumpf
has Reader-ID has Redaer-ID 0

Media.Reader.|D

Figure 6: Comparison of Data as Fields and Data as Text

The fields have a gray background. If the mouse is hovered over the fields, it shows that the fields
are linked to the Media database, to the table Reader and, within this table, to the field ID.

So, for example, a double-click on the field /D opens the following overview. This makes it clear
which field was created through the Insert Data as Fields procedure. It is the same field type that is
shown by Insert > Fields > Other > Database.

N & Edit Fields: Database ¥ X
Type Database selection

P Preferences - —
P Publisher cancel
<11 Reader -

~ Help
Firstflame -

LastMame
Lock
Gender_ID
B Recall
B rel_Media_Author
P rel_Reader_Schoolclass o

QK

Condition Add database file | Browse.. ' —_—

Format
Record number @ From database

) User-defined |Standard =

Figure 7: Double-click on an inserted field to show the properties of the Mail Merge fields

It is simpler to create such a field by selecting the column header of the table in the data source
browser and dragging it into the document with the mouse. You can create a form letter directly in
this way.

Data to Fields

Data as Fields, as described in the previous section, is used to create mail merge fields in a Writer
document. If now you select a different record in the data source browser and then choose Data as
Fields, the previously inserted data are replaced by the new data.

Input data as fields Input data as text
Lisa Gerd Eert Lederstrumpf
has Reader-ID 2 has Kedaer-ID O
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Here another record has been selected. While the Insert data as Fields option leads to the
previous values being changed to the values for the new record, in the case of Insert data as Text,
the existing text remains unchanged.

Mail merge

The Mail Merge button launches the Mail Merge Wizard. As the form letter in the above example
assembles its data from different tables, you need first to launch the database. In the database,
you then create a new query to make the required data available.

&) i 2 -

P &=l Bibliography
M ot

‘e v

Disconnect

Registered databases ..

2
He

The database is launched through a right-click on the database itself or on one of its tables or
queries, which immediately refreshes the display in the data source browser. After that the Mail
Merge Wizard can be called up by using the corresponding button.

Data source of current document

A click on the Data Source of Current Document button opens a direct view on the table which
forms the basis for the data inserted into the document. In the above example, the Person table
from the Addresses database appears.

Explorer on/off

Toggling the Explorer On/Off button shows or hides the directory tree to the left of the table view.
This allows more space, if necessary, for a display of the data. To access another table, you will
need to switch the Explorer back on.

Creating mail merge documents

The Mail Merge Wizard is also accessible from the database browser. This Wizard allows the
address field and the salutation to be constructed from a data source in small steps. In principle
you can create these fields without using the Wizard. Here we will work through the steps of the
Wizard as an example.
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’Ij Mail Merge Wizard

Steps Select starting document for the mail merge

Selectthe document upon which to base the mail merge document

2 Select document type
3 Insert address block @ Use the current document

4. Create salutation () Create a new document

(<

5. Adjust layout TE————
6 Cdit documant () Startfrom existing document | Browse...
7.FPersonalize document () Startfrom atemplate | Browse... -
8. Save, print or send

Start from a recently saved staring document

The Starting document for the form letter is the document to which the database fields are
linked.

The Merged document is the one containing the data for the various people who are to receive
the form letters. In the merged document there is no linkage to the data source. It is similar to the

output of Insert Data as Text.

B Mail Merge Wizard
Steps Select a document type
1. Select starting document What type of document do you want to create?
: l (@ Letter

3. Insert address block X
() E-mail message

Letter:

Send letters to a group of recipients. The letters can contain an address block and a
salutation. The letters can be personalized for each recipient,

4. Create salutation

5. Adjust layout

6. Edit document
7.Personalize document

2. Save, print or send

The Mail Merge Wizard can produce either letters or emails using records from the database.

L%

Creating mail merge documents
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Steps Insert address block
1. 5elect starting document 1.

2.Select document type create the address hlock.

4. Create salutation 2

Mail Merge Wizard

Selectthe address list containing the address
data you wantto use. This data is needed to

£

=

Select Different Address List. .

Current address list: Media

This document shall contain an address block

5. Adjust layout “Tille=

=First Mame= =Last Mame=
<Address Line 1=
<ZIP> =City>

6. Edit document
7.Personalize document

8. Save, print or send

<Title=

=First Mame= =Last Mame=
<Address Line 1=

<ZIP> =City>

=Country= Maore...

Suppress lines with just empty fields

headers in your data source.

Match the field name used in the mail merge to the column

Match Fields...

Checkifthe address data matches correctly.

Dear Mr.

< notyet matched = = notyet matched =

= notyet matched =

= notyet matched = = notyet matched =

Help <= Back

=

Document: 1 LRIN

eyt == Einish Cancel

4

The entry of the address block allows the most extensive configuration. The suggested address list
comes from the currently selected query or table in the currently selected database.

Step 2 determines the overall look of the address block. This address block can be customized

further using the More button. See the following figure.

Step 3 serves to link the named fields in the address block to the correct fields in the database.
The Wizard initially recognizes only those database fields which have exactly the same names as

those the Wizard uses.

In Step 4, the addresses are displayed. You can choose which addresses to take from the
database by using the arrow keys. In the displayed addresses two elements require further editing:

e There is no salutation.

* Apart from the first name, all the other fields are < not yet allocated > , because the field
names in the database are different from the names that the Wizard initially uses.

To correct these errors, the address block from Step 2 must be made editable.

12
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Mail Merge Wizard

__Insart addrass hlock

0O
Steps

<

&

0@ Select Address Block & &
1. Select start e i Kl s sx s
- Dol t fi coaddd kil ke - ] 1
O @ Edit Address Block @ &
m Address elements 1. Drag address elements here |
4. Title
| First Mame =First Mame= <Last Name=
= Last Mame =Address Line 1= <Address Line 2=
B Company Name =7IP= =City=
Address Line 1 4
70 Address Line 2 A T bl
City
8 State :]
ZIP Freview
Country |
E::EEEE: EE;?:ESS = notyet matched = < notyet matched =
E il Address =< notyet matched = < notyet matched = ]
P . = notyet matched = = notyet matched = P
[ oK | | Cancel I l Help |
1 l oK ﬂ Cancel [_l Help [ r
| Help << Back l' Mext »> [] Finish | [ Cancel

You can see in the background that, when you choose to edit, you are first presented with an
enlarged list of address blocks. Here you can select the most suitable address block to start with,

and then edit it.

The address block cannot be edited directly. Instead, the arrangement of the fields is carried out by
using the arrow buttons visible to the right to move fields into or out of the address block

For the salutation the Salutation field is inserted. All the other fields except FirstName must now be

entered appropriately.

Creating mail merge documents
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O Match Fields 2 @

Assign the fields fram your data source to match the address elements.

Address elements Matches to field: Preview
<Titla= <none = - *
=<First Mame= 2| Ber 3
=L ast Name= LastMame o Lederstrumpf
=Company Mame= = none = o
=Address Line 1= Street > Meuenkirchener str.
=Address Line 2= Mo o 72

Address block preview

Mr.

Bert Lederstrumpf

Meuenkirchener Str. 72

45793 Pusemuckel

(8] 4 cancel Help

[ 4

Here the address elements are associated with the corresponding elements from the query of the
database successfully transferred by the Mail Merge Wizard. Again the first record in the query is
used for the preview.

The database settings are essentially ended with Step 4. Here, it is just a matter of choosing which
field the gender of the recipient should be taken from. This field has already been named, so that
only the field content for a female recipient still needs to be specified.

Three different salutations are to be produced. All records with a 'w' start with Dear Ms..., all those
with 'm" with Dear Mr... If there is no gender given, Dear Sir/Madam is selected.
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PB &/ Mail Merge Wizard

& &
Steps Create a salutation
1. Select starting document ] This document should contain a salutation

2. Selectdocument type | Insert personalized salutation

3.Insert address block

Eemale \Dear Mrs. <Last Name=, ol l Mew. |

5. Adjust layout Male \Dear Mr. <Last Name>, 3 New.. .

. Edit document Address list field indicating a female recipient

7.Personalize document

Field name 'Salutation o
8. Save, print ar send Field value [Mrs. | "’-|

General salutation

[Tn whom it may concern, | vl

Preview

Dear Mr. Lederstrumpf, Match fields... |

Document: 1 [ 4[]

' Help | | <<Back | [ MNext >> Finish ' Cancel |

0@ Mail Merge Wizard & &
Steps Adjust layout of address block and salutation

1. 5elect starting document Address block position

2. 5elect document type [ Align to text body

3.Inser address block EraTTen 2 50cm E]

4 Create salutation Eratop @

6. Edit docurment Salutation position _

7.Personalize document e | Up | T

8. Save, print or send Wove [ Down ]

Zoom |Entire page |2 :|
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Steps

1. 5elect starting document

Mail Merge Wizard

(<

Preview and edit the document

The preview of a merged document is visible now. To see the preview of another document

(=

7. Selett document type click one ofthe arrows.

3.Insert address block o
Becipient |=

= J[ =]

[] Exclude this recipient

4. Create salutation

7.Personalize document

Edit Document

8. Save, print ar send

Write or edit your document now if you have not already done so. The changes will effect all
merged documents.

Clicking 'Edit Docurment..." will temporarily reduce the wizard to a small window so you can
editthe mail merge document. After editing the document, return to the wizard by clicking
‘Return to Mail Merge Wizard' in the small window.

| Edit Docurnent... |

Normally the document is initially a rough sketch which can be further edited in Writer. This can be
done in Step 6.

Do

Steps

Mail Merge Wizard

(<
>

Personalize the mail merge documents

1. Select starting document You can personalize paricular documents. Clicking 'Edit individual document...." will

tempaorarily reduce the wizard to a small window so you can edit your document. After editing

2. Selectdocument type the document, return to the wizard by clicking ‘Return to Mail Merge Wizard' in the small

3 Insert address hlock window.
+ Creats salutatien Edit individual document...
A, Adjust layout
6. Edit document
Eind
8. Save, print or send Search for: [ ] | Find...

[] Whale words only
[] Backwards
[] Match case

Up to now all the documents have been identical except for the different content of the fields read
from the database. This can be changed in Step 7.
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Steps

1. 5elect starting document
2 Select document type
3. Insert address block

4. Create salutation

Mail Merge Wizard

Save, print or send the document

Select one ofthe options below:
@ Save starting document
) Save merged document

() Print merged document

5. Adjust layout

. Edit document

7.Personalize document

Save starting document

) Send merged document as E-Mail

Save starting document |

(<
(%

The Starting document is the document in which the field properties and the linkage to the
database are stored. In the background meanwhile, you can see the original document with the

contents of the first record that is to be converted into the form letter. This is called the Mail Merge
document.

Only when one of the options is actually carried out (in the above example to save the starting
document) does the Mail Merge Wizard terminate.

Label

printing

Files > New > Labels launches the Label Printing Wizard. It opens a dialog, which includes all
guestions of formating and content for labels, before the labels themselves are produced. The
settings in this dialog are saved in the personal settings for the user.

03 Labels
abels | Format| Options
Inscription
Label text [] Address Database
=Media Readeradresses 1 Title= |~ [Media i
=Media.Readeradresses.1.FirstMan
=Media.Feaderadresses.1.Street= - Tahle
L |Readeradresses )
Database field
vl| L] =
£ 1 ¥
Farmat
() Continuous Brand |Avery Ad 3
(@ Sheet Type |C2160 Avery Inkjet Label &
C2160 Avery Inkjet Label: 6 35cmx 3, 81cm (3% 7)
| NewDocument || Cancel [ Help [ | Reset

Label printing
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The basic settings for the content are in the Labels tab. If for Label text you check the Address box,
all the labels will have the same content, taken from the LibreOffice settings for the user of the
program.

As an example we will again use the Addresses database. Although the next selection field is
headed Tables, Tables and Queries are both listed here, just as in the data source browser.

The arrow buttons are used to insert individual database fields into the editor. The name for the
database field Surname is set here to <Addresses.MailMergeQuery.1.Surname>. The sequence is
thus <database. Table.1.database field>.

You can work with the keyboard in the editor. So for example, it is possible to insert a line break at

the beginning, so that the labels will not be printed directly on the top edge but the content can be
printed as completely and clearly visible.

The format can be selected in the tab Labels. Here many label brands are incorporated so that
most other settings in the tab Format are not necessary.

In versions 3.4.x to 3.5.2, due to a change in the basic settings in the label wizard,
display errors occurred when the labels were the same width as the page width.
Note Under these conditions, the last label simply slides down one line.

In version 3.5.3 page settings were added in the Format tab.

03 Labels v %
Lakels Furmaﬂ@ptinns
Harizontal pitch | EI Avery Ad C2160 Avery Inkjet Label

Vertical pitch 38tem |2
Width 6.35cm |2
Height @El Left margin H. Pitch
Left margin 0,72cm E| Top margin“
Top margin 1,52em E| | HVidth
Calumns B V. Pitch Rows
Rows - EI | Heilght |
Page Width [21I|:||:||:n-| E| Columns

Fage Height @E|

Save...

| Mew Document | Cancel Help Reset

[ 4

The Format tab allows you to set the label size accurately. The settings are only significant when
the make and type of the labels is not known. It is noteworthy that, to print labels 7.00 cm wide, you

need a page width a little bigger than 3*7.00 cm = 21.00 cm. Only then will three labels be printed
in a row on the page.
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0o Labels ¥ X
Labels| Format|Options

.................................

O Single label comn  [I [ Row e
[] Synchronize contents

Frinter

lyocera : Setﬁp...

| Mew Document | | -Qann:é.l i He.l-p . :- Eesef

Under the Options tab you can specify whether only a single label or a whole page of labels will be
produced. The page will then be filled with data from successive records of the database,
beginning with the first record. If there are more records than will fit on the page, the next page will
automatically be filled with the next set of records.

The Synchronize contents checkbox links all the labels together so that subsequent changes in
layout of any label will be applied to all the others. To transfer the edited content, just use the
included button labelled Synchronize, which appears during label production if you have selected
this checkbox.

Finally the New Document button is used to create a document containing the selected fields.

When you initiate the printing process, the following question appears:

0e LibreOffice 3.5 v X
6 Your document contains address database fields. Do you want to print a farm
letter?
| ¥es |[ mo | [ Hew

[S

Choose Yes to fill the address database fields with the corresponding content.

Label printing 19



E Mail Merge o ><

2 - NIRRT Y =

[ Media_Recall~ Title | Salutation | Firsthame [ LastName | Street | Mo
(i Reader_Inpuf B |Dear Mr. Mr. Bert . Leﬂderstrumpf Meuenkirchener Str. |72
@ Drear Mr. Mr. Heinrich Mller Mowhereroad 14 b
dil Recall_Recal = Dear Ms Mrs. Lisa Gerd Berliner Allee 364
erall_Recals Dear Ms Mrs. Monika Mirinda Backerstr. 13 a
P [ Tables —
< — *| |Record [i [ of 4 ICY <l >
Records Qutput
@ Al () Printer

Selected records

O Erom: Lo Save merged document

@ Save as single document

() Save as individual documents

| Generate file name from Database

Field Title
Path ihomelrobby
File format ODF Text Document

| oK | cancel | | Help |

[

The source of the data for the label printing is not found automatically; only the database is pre-
selected. The actual query must be specified by the user, because in this case we are not dealing
with a table.

When the query is selected and the corresponding records chosen (in this case All), the printing
can begin. It is advisable, especially for the first tests, to choose Output to a File, which will save
the labels as a document. The option to save in several documents is not appropriate for label
printing but rather for letters to different recipients which can then be worked on subsequently.

Direct creation of mail merge and label documents

Instead of using the Wizard, you can of course produce mail merge and label documents directly.

Mail merge using the mouse

Mail merge fields can be taken from the database browser using the mouse:

A Ap I

i I‘g’ A‘g’ \R.

B st | X <FirstEne>

p_|bBE "
Heinrich Lo Media.Readeradresses Firsthame
lisa
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Select the table header with the left mouse button. Hold the button down and drag the cursor
through the text document. The cursor changes its shape to an insert symbol. The MailMerge field
is inserted into the text document, here shown in the complete description which is made visible
using View > Field names.

Creating form letters by selecting fields

Mail merge fields can be inserted using Insert > Fields > Other > Database.

0. Fields ¥ 1%
Document| Cross-references Functions | Doclnformation | Variables |Database
Type Database selection
Any record [+ [ Media_Recall_Reader -
Database Name b [ Reader_input_Filter
Next record T —
Record number Salutation
Firsthlame
LastMame
Street
Mo E|
Country
Fostcode -
Condition Add database file Browse. .
Format
Record number @ From database
User-defined Standard
| Insert || Close Help

S

Here all tables and queries in the selected database are available. Using the 'Insert' button, the
various fields can be inserted one after another directly into the text at the current cursor position.

If you want to create a salutation, which is usual in form letters, you can use a hidden paragraph or
hidden text: Insert > Fields > Other > Functions > Hidden paragraph. For both variants take
care that the condition you formulate will not be fulfilled, since you want the paragraph to be
visible.

For the formula Dear Mrs <Surname>, to appear only when the person is female, a sufficient
condition is:

[Addresses.Mailmergequery.Gender] != "f"

Now the only remaining problem is that there may be no surname. Under these circumstances,
"Dear Sir/Madam," should appear so this is the condition you must insert. The overall condition is:

[Addresses.MailMergeQuery.Gender] != "w" OR NOT
[Addresses.MailMergeQuery.Surname]

That excludes the possibility of this paragraph appearing when the person is not female or there is
no entered surname.

In the same way you can create entries for the masculine gender and for missing entries for the
two remaining types of salutation.
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Naturally you can create a salutation in the address field in exactly the same way, wherever the
gender is specified.

Further information is given in the LibreOffice Help under Hidden Text and Conditional Text.

Of course it would be still simpler if someone who understands databases were to put the whole
salutation right into the query. This can be done using a correlated subquery (see the chapter on
Queries in this Handbook).

Particularly interesting for labels is the field type Next record. If this field type is chosen at the end
of a label, the next label will be filled with data from the following record. Typical labels for
sequential label printing look like the following figure when you use View > Field names to make
the corresponding field designations visible:

Idedia Feaderadresses Salutation

MMedia Feaderadresses Firstlfame Media Eeaderadresses Lastlfame

Media Feaderadresses. Street Media Eeaderadresses No

Media Eeaderadresses Fostocode Media Eeaderadresses Town MNext record: IMedia Eeaderadresses

Figure 8: Field selection for labels with sequential content

External forms

If simple form properties available in LibreOffice are to be used in other program modules such as
Writer and Calc, you only need to display the form design toolbar, using View > Toolbars > Form
design, then open the Form navigator. You can build a form or, as described in the Forms chapter,
create a form field. The Data tab of the Form Properties dialog looks a little different from the one
you see when forms are built directly in an ODB database file:

0e Form Properties & &
General|Data | Events

L

B A = s e [

Contentfype i Table ]

|

0] LT eyt [ |
Figure 9: Form with an external data source

0 Form Properties o &
General| Data | Events

Contentfype. i Table ]
EnnteEmtasrsrrs sy [ sl L

Figure 10: Form with an internal data source.

The Data source must be selected separately when using an external form. Use the button to the
right of the data source listbox to open the file browser. Any ODB file can be selected. In addition,
the field for the data source contains a link, beginning with file:///.

If instead you look in the listbox contents, you will see databases already registered in LibreOffice
under their registered names.

The forms are created in exactly the same way as in Base itself.
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Advantages of external forms
Base need not be opened first in order to work with the database. Therefore you do not need
an extra open window in the background.

In a database that is already complete, existing database users can subsequently be sent the
improved form without problems. They can continue to use the database during the
development of further forms, and do not need to copy complicated external forms from one
database into another.

Forms for a database can be varied to suit the user. Users who do not have the authority to
correct data or make new entries can be sent a current data set by other users, and simply
replace their *.odb file to have an up-to-date view. This could, for example, be useful for a
database for an association where all committee members get the database but only one
person can edit the data; the others can still view the addresses for their respective
departments.

Disadvantages of external forms
Users must always install forms and Base with the same directory structure. That is the only
way that access to the database can be free from errors. As the links are stored relative to the
form, it is sufficient to store the database and its forms in a common directory.

Only forms can be created externally, not queries or reports. A simple glance at a query
therefore must go through a form. A report on the other hand requires the opening of the
database. Alternatively it might be possible to create it, at least partially, using mail merge.

Database use in Calc

Data can be used in Calc for calculation purposes. For this purpose it is first necessary to make the
data accessible in a Calc worksheet.

Entering data into Calc
There are various ways of inserting data into Calc.

Select a table with the left mouse button and drag it into a Calc worksheet. The cursor sets the left
upper corner of the table. The table is created complete with field names. The data source browser
in this case does not offer the options of Data into Text or Data into Fields.

Data dragged into Calc in this way shows the following properties:

Not only the data are imported, but the field properties too are read and acted on during the import.
Fields such as house numbers, which were declared as text fields, are formatted as text after
insertion into Calc.

The import becomes a Calc range, which by default is assigned the name Importl. The data can
later be accessed using this range. Data > Refresh range allows the range, where appropriate, to
be supplied with new data from the database.
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The imported data is not formatted except as the properties of the database fields require.

You can also use the context menu of a table to make a copy of the data. In this case, however,
there is no import but merely a copy. The properties of the data fields are not read with them but
are determined by Calc. In addition the field names are formatted as table headers.
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gl Current_Date
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i) Reader_Input_Filter
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[ Recall_Recall Edit Database File...
P [ Tables Disconnect
{ 11 = —
= Com | -
Iy I
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B | C | D [
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B3 A E =D
A | K D | E
1 Import Copy
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You see the difference especially in database fields that are formatted as text. On import, Calc

turns these into text fields and precedes numbers, which would otherwise be interpreted as such,

with a single quote ( '137). These numbers can then no longer be used in calculations.

If you export them again, the single quote is removed, so that the data remain as they were.

Exporting data from Calc into a database

Select the data in the Calc worksheet. Hold the left mouse button down and drag the data that you
want to turn into a database into the table area of the database browser.
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b & Bibliography Title Salutation Firsthame
- @Media i |Dear Mr. Mr. Bert [
b & Dear Mr. | Mr. Heinrich !
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i
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The cursor changes its appearance, showing that something can be inserted.

The Copy Table dialog appears. In the above case a new table is created. The table name is
"Names". Definition and Data are to be transferred. The first line contains the column headers.

'B > Copy table v _>_<_1

Table name Addresses ]

Options
(@ Definition and data
() Definition
As table view
() Append data
lse first line as column names
[] Create primary key
Mame D1

Help ' .- Cancel 1 < Back Mexts ) | Create |

At this point you can create a new additional field for a primary key. The name of this database
field must not be one that already exists as a column header in the Calc sheet. Otherwise you get
the error message:

The following fields are already set as primary key: ID
Unfortunately this message does not describe the problem quite correctly.

If you want an existing field to be used as the key, do not check the Create primary key box. In
such cases the primary key is set using the third dialog in the Wizard.
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Existing columns

D
Salutation
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Lasthlame
Street
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The appropriate fields are selected.

The formatting of the columns needs to be checked, especially for numeric fields. Other fields
should also be checked for size. It just so happens that the test table contains only first names with
a maximum length of 10 characters, so that it can become a field of type Varchar with a length of
10 characters.

0. Type formatting v %

Column information

Firstha

Lasthame - e
it Field type |Integer [INTE ' |
Mo : e
Posteode Entry required [ o]

Town

Automatic type recognition

Lines (mag [ aw

| Help | | Cancel | | < Back | Mexts | Create |

Here the ID field, which is to be the primary key, is formatted. The primary key must be set by
using the context menu of its field name, in cases where it has not been created by the Wizard in
the Copy Table dialog as an additional field. After you click the Finish button, the table is created.

The new primary key is not an Auto-Value key. To create such a key, you must open the database
for editing. There you can carry out further formatting of the table.
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Converting data from one database to another

In the explorer of the data source browser, tables can be copied from one database to another by
selecting the source table with the left mouse button, holding the button down, and dragging it into
the target database in the table container. This causes the dialog for copying tables to be
displayed.

In this way, for example, read-only databases (data sources such as address books from an email
program or a spreadsheet table) can be used as a basis for a database in which the data become
editable. Also data can be directly copied when changing to another database program (for
example changing from PostgreSQL to MySQL).

If you wish the new database to have different relationships from the original one, you can arrange
this by using appropriate queries. Those who are not sufficiently expert can instead use Calc. Just
drag the data into a spreadsheet and prepare them for import into the target database using the
facilities that Calc provides.

For the cleanest possible import into a new database, the tables should be prepared in advance.
This allows problems of formatting and those involving the creation of primary keys to be
recognized well in advance.
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